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UNDERWOOD — 


First in Speed, Accaracy, Durability 


At the Internationa! Typewriter Contests held 

in New York City, October 25, 1920, the Under- 

wood for the Fifteenth consecutive year re- 

established its record: 

Werld’s Champion: George L. Hossteld, 131 words 
per minute for one hour. 

A mat: ch jon: Genevieve Maxwell, 122 words 
per miaute for one-half hour. 

Nevice Champion: Arthor Nevenhaus, 100 words « 


minete for one-quarter 








Official [international Records Fer World's Trophy 
From 1906, When Speed Contests Were Inaugurated 


198 «=©6©.George L. Hoesfeld 
9s = William F. Oswald 
190 «= George L.. Hoasfeid 


ALL WON ON THE UNDERWOOD 
Greatest Records Are UNDERWOOD Records 





Achievements: Revolutionized type- 
writer manufacture by 


introducing the first full line visible machine. 
Broadened the scope of mechanical writing 
by the introduction of its special machines 
and its wonderful bookkeeping machine. 
Won by service and fair treatment the confi- 
dence of the public. Established largest plants 
in the world for manufacture of Typewriters. 
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A Secretary in the Making 


Pointers From One Who Has Been Through the Mill 


By Edith Sykes, University of Minnesota 


EFORE a discussion of 
the training of a secretary, we must 
common understanding, first 
mean by a secretary, and 
second, as to what is the difference between 


1 stenographer and a secretary. 


entering upon 
have a 


is to what we 


The dictionary which I consulted defined 
a stenographer as a “shorthand writer,”’ 
and added as an apparent afterthought and 
without intentional humor, I am sure, that 
the shorthand writer is ‘‘usually able to 
transcribe her shorthand notes on the type- 
writer.”’ The definition of a secretary ran 
““A confidential person employed 
to assist another in conducting correspond- 
ence, etc.’’ From these definitions, we may 
infer that the stenographer’s job is the simpler 
of the two, for two reasons—first, ap- 
called upon to reproduce 
has taken in shorthand, and, second, 
her work. 
the other hand, is 
told, first, she is a 


as follows: 


she 
parently is only 
what she 
the 


rhe secretary's 


dictionary is able to define 
work, on 


more complex, for we are 


onfidential person, and, second, she must 
be able to assist in conducting correspondence 
hese two statements indicate immediately 


that something more than technical skill 

required of her. I think you will agree, 
however, that the most interesting part of 
the definition is the all inclusive, indefinite 
“etc.”’; and I think you will also agree that this 


| inclusive, indefinite “‘etc."’ is usually the 
most interesting part of the secretary’s work 
ind that it is by far the most difficult for 
which to prepare her 

In presuming, then, to discuss the training 
of the secretary, I feel much like a small 
boy whom I met last summer. We were 
standing, group of tourists, at one of the 
most magnificent points in the Grand Canyon, 


what 
small boy 


overcome by the size and grandeur olf 


was spread before us. Finally, the 
he could 


years old 


than five 
gamut 


could 


not have been more 


or six expressed the whole 


of our emotions, far better than we 


went 


hold of 


very 


his 


have done ourselves, when he 


close to his father, took a firm 


hand, and said in an awed little voice, ‘Dad, 
isn’t there an awful lot of it 
When we think, for instance, how highly 
specialized is the training of the banker, 
the accountant, the head of a big manufactur 
ing concern, the clergyman, the lawyer, the 
author, the college president, the social worke: 
or the manager of a big department storé 
and when we think how many years of study 
and experience it takes to make each on 
proficient in his field, and then when we con 
sider the comparatively short time given 
the secretary-to-be to acquire a training and 
a background which will enable her to work 
intelligently with any one of the types ol 
business or professional men mentioned, and 
with many others which could be mentioned, 
we feel like the small 


oF 


is it any wonder that 
boy and think that there is an “awful lot 
of it’’? And there is, but just as we can by 


study find out what makes the Grand Canyon 
so wonderful, so we can analyze the success 
ful secretary and find out what qualifications 
are responsible for her success 


THE THREE ESSENTIALS 


In analyzing the qualities which the success 


ful secretary usually possesses, we find that 
they generally group themselves around 
three heads, (1) technical training, (2) att 
tude, and (3) vision 

It seems to me that these three points 


should be kept in mind constantly when the 


is actually going on 
1, 


training ot a secretary 
Let us look at 


apply them to the prospective secretary 


them a little more close ind 


1. Has she good technical training? Under this head 
I would include anything that can be taught from books 
exercises, problems, and the like, and I would list as im 
portant, the ability to use correct English and to compose 
good business letters; a knowledge of shorthand and type 
writing, filing, and proof reading; an acquaintance with 
business machines and devices, including printed formes 
and record blanks of various kinds; a knowledge of the 
sources of information; and a knowledge of office orgar 
ization and procedure, things that can't be taught fron 
books—inherent in student or pupil—from writers 

2 Has she the right attitude toward her work, or per 

ips | ought to sav toward work in general? Another way 
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of putting this would be to ask if she is willing to do any- 
thing | Can she dust her chief's desk? Has she sense enough 
to realize that when her chief comes in in the morning 
cross and irritated, he is worried about something. and 
that there is nothing personal as far as she is concerned 

at least if she has sense enough to keep busy and quiet 
and not start a scheme of reprisal, in which case she is 
ikely to find that her chief is irritated, and with her. 

3. Has she vision? You may think that vision is not 
a good business word, but last Sunday I noticed the fol- 
lowing advertisement, ‘“‘Wanted, private secretary and 
stenographer. Must have broad vision.” The man who 
advertised was willing to pay about twice as much for a 
person with broad vision as for the ordinary stenographer. 
| interpret vision the realization that the education secured 
llege is merely preparatory and incidental 


z£ 


no 1 
in school or « 


and that real education only begins when one goes out into 


the world and takes a position, and that it only ends when 
enters his heavenly reward. 
TECHNICAL TRAINING 
While technical training is necessary and 


essential in securing a position, the attitude 
the vision are much more 
comes to keeping and 
developing a position. It is important, too, 
that in discussing any phase of 
technical training, we ultimately revert to 
ittitude and vision or growth. 

When we think of technical training, we 
think first of the things which will make 
the secretary of immediate value to her em- 
ployer. Shorthand and typewriting are the 
most time-honored tools by which a secretary 
enters the confidence of her employer, and 
they are very important tools where secre- 
tary and stenographer are almost synonymous 
terms in the minds of many business men. 
The thinking business man, at the present 
time, however, is rather tired of the type 
of assistant who according to the dictionary 
is able to transcribe her shorthand 
and he wants 
grammar, for 


work and 
when it 


toward 
important 


to notice 


‘usually 
the typewriter,” 
someone who will watch his 
the best of us become grammatically incon- 
sistent under excitement, and business is often 
in exciting life; he wants someone who will 
take enough interest in his business to catch 
the occasional misstatement; and, finally, he 
wants someone torelieve himofthe routine cor- 
respondence that exists in almost every office. 


notes on 


his consequently means that the secretary 
must not only understand correct English 
when she hears it, and reproduce it when 
it has been dictated to her, but she must be 


able to compose good business letters. The 
proper training of the secretary must include 
a great deal of practice in business letter 


writing, which is in a class entirely removed 
from ordinary theme writing and which should 
be taught in an entirely different way. The 
first period of a secretary's career closes and 
the second period begins when her employer 
“Oh, nice answer 


won't you 


write a 
and she does it, 


says to her, 


to that, 


y ou 
please,”’ 


f she is made of the right material. Her 
technical training in shorthand and type- 
writing should lead her to assume more 
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responsibility and open more doors to serv- 
ice and knowledge. 

The same thing is true in regard to filing 
The secretary never very far in her 
career before the question of filing something 
or other comes up. She must have a know!l- 
edge of the different methods of filing, and 
advantages and 


gets 


understand the 
limitations of each. In passing, I might say 
that filing cannot be taught from a textbook 
with degree of The 
must see and handle actual files if the prin- 
are to be clearly 


she must 


success. students 


any 
ciples involved understood 
Then 
printed, so the secretary 
thing about the kinds and sizes of type, some 
about 
about paper and card 
may be only a billhead or a letterhead, 
card record, or a report, but she can relieve 
details of the operation, if she 


there is always something to be 


must know some- 


thing proof reading, and something 


stock and sizes. It 


her chief of 
will. And if she is to prepare the copy cor 
rectly and plac e the order to good advantage 
it is obvious that she must understand some 
thing of what is involved 

The secretary must be familiar with labor 
saving devices, for as time goes on, she will 
and 
For example, 


pur poses 


find her chief depends more more on 
her judgment in such matters. 

there are many 
adding and calculating, bookkeeping, dupli 
cating, addressing, dictating, mailing, tabu- 
lating, time-recording, transmitting messages, 
to say nothing of special machines like check 
protectors, numbering machines, perforating 
machines, and the like. There other 
devices such as visible indexes, work organ 
izers, loose-leaf systems, and the like, which 
have their uses in the office and which should 
Here also, ! would like 


machines for 


are 


be recognized as tools. 
to mention particularly the importance of of- 
fice records and the necessity for designing the 
record blanks to meet the specific purposes 
for which they are intended. The impor 
tance of office records and the ability to design 
record blanks only be taught by the 
laboratory method. Observation and demon- 
stration will help more than the actual doing 
student recognize the 


can 


and will make the 


importance of this phase of secretarial train- 


ing. Here may be mentioned the necessity 
for knowing something of office furniture 
—desks, chairs, filing cases. Thev are as 


important as the office machines, and a little 


knowledge often saves considerable money 
While the things which I have already 


mentioned are of immediate assistance in 


making a secretary valuable to her employer, 
there is another phase of technical training 
that I consider o ne 

and that is the knowledge of 


greatest importance, 
the sources of 
dow n 


her 


information, and the ability to run 


the things that she wants to know or that 


public library 


emplover wants to know Che 
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ff every city of importance has an almost 
nexhaustible source of information, organized 
so that the secretary can utilize it effectively. 

Perhaps you agree that the things I have 
enumerated so far are the things which help 
to make a secretary of value to her employer, 

it are wondering why a knowledge of office 
ganization and procedure is an essential 
art of the technical training of a secretary. 
\ great many people are satisfied to be of 

me value to their employers, and when they 
ive accomplished that they settle back 
nto their little orbits and never attempt to 
ee what is outside. A secretary should be 
he last person to do that. A secretary who 
is the right idea of her position will keep 
yn learning not only everything that im- 
mediately concerns her, but everything 
hat concerns her chief, and,as her chief is 
suallv an executive of some sort, that leads 
ver straight to understanding the whole 
rganization of which she is only a small 
art, 

\ knowledge, then, of the office depart- 
ments which usually exist in every  busi- 
ness, and an understanding of their functions 
ind of their records, as well as a clear idea 
f the relations of the departments to 
other words, an acquaintance 
will 


ich other il 
vith office organization and procedure- 
ve of great value to the secretary in helping 
ver to comprehend her chief’s work and to 
nterpret intelligently what passes over his 
lesk. She will be of active, instead of passive, 
issistance. I know of many employers who 
ise their secretaries almost as mirrors to 
eflect their thoughts and plans. They try 
their ideas on their secretaries to see how 
the latter react to them. If the secretary 
has studied her employer's relation to the 
whole business with which they are con- 
nected, she will be able to give her chief 
tluable criticism and help. 





ATTITUDE 


Important as technical training is, and 
mportant as it must be, it is after all a means 
o an end, for it leads straight to the attitude 
toward work and to further development. 

Attitude toward work is a very important 
matter. If a secretary is in the confidence 
of her chief, as the definition leads us to 
suppose, she knows better than any one else 
when the pressure is the greatest, and it is 
her business and privilege to make herself 
most useful on those occasions. 

I cannot resist telling you of an experience 
whichillustratesthis point. The office of which 
[ had charge during the war was overburdened 
ind rapidly expanding under emergency 
war work. It was unorganized when I went 
there, and my instructions consisted mostly 
of warnings, one of which was to look out 


for two stenographers who had been running 
a race for three months to see which could 
do the least work. They were making bets 
about it and the excitement among the 
clerical staff was great and the morale about 
nil. As I watched the two girls, I decided 
that one was hopeless and that the other 
was good material, undeveloped This story 
relates to the hopeless one, and this is one 
of the reasons why I decided that she was 
not of much help to us 

One day our janitor who always brought 
the mail was sick and no one knew it until 
after the time when the mail should have 
been on hand When we found out what 
had happened the delay was growing acute, 
and I turned to this young woman who was 
doing my personal work and who knew a great 
deal about the many problems that were 
coming up in connection with our expansion 
and reorganization, and said, “Oh, Miss 
B————, won't you please run over and get 
the mail?” 

I shall never forget what happened. She 
was tall and queenly, and she wore better 
clothes than most of us could afford. She 
drew herself up to her full height and replied, 
“I spent almost a year and a great deal of 
money in acquiring shorthand and typewrit- 
ing, and I was hired to do that and not 
janitor work, but I will go this once as an 
accommodation.” I replied with some 
spirit, I fear, “Oh, no, you won't! There 
were no special specifications about the na- 
ture of my duties when I was hired that will 
prevent me from going for the mail, so I will 
go myself.”’ 

You know just what process of reasoning 
she went through to get to her conclusions. 
The janitor brought the mail, therefore bring- 
ing mail was janitor’s work exclusively. She 
was hired to do shorthand and typewriting, 
therefore she was to do nothing but short- 
hand and typewriting. Hence it followed 
that bringing mail and reproducing dictated 
matter were on different planes and could 
not possibly be performed by one and the 
same individual. 

Now, I do not believe that any instructor 
ever directly or indirectly told her that she 
must not do anything but shorthand and type- 
writing, but I wonder if she was told all the 
time she was getting her training that she 
must be willing to do anything to be of serv- 
ice? I wonder sometimes if teachers do their 
duty in impressing their students orally 
that the most important factor in success 
is to render whatever service may be needed 
at the time it is needed, cheerfully and spon- 
taneously? 

It seems to me that this willingness to do 
inything, must be instilled into every person 
who is going to do work of any kind, but I 
think that .t needs to be particularly instilled 
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would-be secretary, for the relations 
such a 


into the 
between chief and secretary are of 
character that when the chief is hard pressed 
he must feel perfectly confident that his 
secretary will understand the situation and 
will be ready to give him instant and loyal 
through whatever comes to 


support to put 


hand 
VISION 


I mentioned vision as the third requisite 
of the secretary, and by that, I want to reiter- 
ate, I mean the realization that whatever 
is acquired in the school or classroom is only 
the merest beginning of a real education, 
and that the young woman who aspires to 
be a successful secretary must always con- 
tinue to study the business problems that 
directly and indirectly affect her employer's 
business. We must emphasize, then, in train- 
ing the would-be secretary, that the most 
important part of her education will come 
after she begins her work in the business 
world, and that her progress and advance- 
ment will depend upon her willingness to 
continue her studies. 

I shall néver forget the joy I experienced 
when a stenographer—and, by the way, she 
was not a college graduate, but a high school 
graduate—turned into a_ secretary over 
night, and soon into an executive. She was 
the other of the two young women who wers 
running the race to see which could do the 
least work. 

I chanced to remark to her one day that | 
had never seen any letters or stencils mors 
attractively set up than hers, whereupon sh« 
confided to me that she had always wanted to 


compose letters herself. You may be sure it 


did not take me very long to hand over to 
her some routine letters, which from her 
association with one of the staff chiefs she 


was prepared to handle, and she did a good 
piece of work 

It would be a long story to tell you how one 
thing led to another until she had in her 
charge all the details of our clerical work 
new and made for 


she trained the clerks, 


training purposes a collection of letters and 


stencils which became in time a valuable ref 
erence book in the office; she 
methods of taking care of our 

filed, for the filing system was wholly inade 
quate to the sudden increased demands upo1 


new 


material to bx 


de \ ise d 


‘lish 





it; she demanded a dictionary and an En; 
composition for each clerk whether she was 


doing accounting or stenographic work— 
in fact, instead of bets in our office force as 
to who could do the least work, we had argu- 


ments, some very heated, on the use of ex- 
words, or 
filed. I 


which 


pressions, or the syllabication of 


the place where things should be 
than one argument on 


more 


refereed 
1 in several 


could not agree, and cases, 


they 
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I assure you, it took me some time to find 
a satisfactory answer. 

I naturally saw to it that this young womar 
was adequately paid, but I could never fully 
pay her for her complete change in attitude. 
It was obvious that her knowledge of her own 
ability as expressed in terms of achievement 
and the deference which was paid to her opin- 
ions by her colleagues meant more to her than 
the former applause of the clerical staff when 
she had succeeded in winning a bet for doing 
less work than anyone in the department 
You see, she had learned the value of servic« 
well rendered had gained a rea 
vision of her job. 

Last year a student who did not have th 
proper prerequisites petitioned to take my 
course in office organization and management 
In order to avoid any misunderstanding as 
to what she expected—for sometimes students 
have an idea that they will be turned ou 
$5,000-a-year office managers from a courst 
which lasts only one quarter and meets thre« 
-and in order to see what she 


and she 


times a week 
would say, for she seemed to be a clear thinker, 
I said, ‘‘What do you expect to get out of the 
course, anyway?” She said, ‘‘Two things. 
First, I expect to fit 
get one, just a little bit quicker, and, second, 
I expect to be just a little bit more comfortable 


into my job, when | 


while I am doing it.”’ 
I think you will 
pretty good 


that 
tech 


agree 


with me that 
definition of 
will all 
important 
much 


igres 
answer is a 
training. I think 
long run the 


nical 
that in the 
part of the 
the getting adjusted to it as the growing in 


you 
most 


secretarial job is not so 


it. Technical training is 
We can't 


but to my mind th 


important and neces 


sary. have secretaries without it, 


most cherished qualifica 
tions of a successful secretary are her willing 
ness to help in every possible way and th 
knowledge and experienc: 


lesire to grow in 


SHE GOT IT ALL, THOUGH! 


POET dictated one of his poems to t he 

A inexperienced stenographer engaged dur 
‘ ing the labor shortage, and this is the 
result she handed to him: 

“In the church the bride was 
on her head. [The orange blooms in her 
heart; and in her spirit were a dozen sweet 
perfumes. Down the aisle the groom came 


standing 


walking on his hand. There was a ring 
in hisear! The organ music made him think 
his soul must sing through an alley. Sweet 


with flowers the band is on the march blow- 
ing bugles with their noses. They inhale the 
scent, the arch and the flagstones in the floor 
Echo forth the happy day. Then the groom 
cuts off her head. One small tress to wear 
for aye.” 


Ye secretaries, can you correct her copy? 
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A Tale from A Log Mill—I 


By Ethel R. Brown 
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j Conducted by Clyde I. Blanchard, Director of Commercial 
¢ Education and Practice, Berkeley, Calif 
. 
. 
? \ *Time-wasting habits 
H > 
é ll hs rob you of the speed you ——— 
‘ . _ . 
H ~~ )f might attain a 4 
Ff — A“ OO — —E———EE ] 
sé 99 ’ . 
How the ‘‘Roots” Grow 
WORD is often made up of more than great help to me in remembering when to us« 
/ its root torm IT he root ota word, is the prenx abbre viations. 
we use the term in shorthand writing, . : 
| Mey : wilahl SAFE COMBINATIONS 
de up generally of just one syllabl 
When a word has more than one syllable, joined prefixes may safely be abbrev 
reiore, it has added to its root either a 
refix or a suffix or both. : : 
x | vi 
While we have many thousands of different binat f 
rds in the English language, we haven't ‘w :, : 
the nf and » : mber 
ry many different prefixes and suffixes sendiie ene that ox tw F letters de ant enous 
giving some abbreviated form to these pre at the beginning of word when you see at 
fixes and suffixes, as we did to the word- starting with them, you v at it that outli 
. contains an abbreviated pref 
ons, we are at once able to write thousands ' . 
2. When it is possible to show t breviation clear]; 
new words quickly because of the fact that aderk- , - 

: by means of a violation of art us i j words as fore 
we have already practiced the prefixes and runner and furlong, where the rule in Paragraph 14 govern 
iffixes that make up a large part of these new ing the blendit i frame is violated 

wads, and we find nothing new about them Also, in such words as sublim 1 , ubway, and 
the roots subordina where t r verning the j ing of ¢t 
letter s to curves and straight lines is violated 
SYLLABLE ANALYSIS cap - : i ial :; 
3 When it is possible to disjoin the abbreviation and 
, nl » am the Mae and cine tn the remainder af the ant 
[here is, for example, a long list of words place it on the line and close to the remaind f the ou 
line, as in the words forcarm and subagent 
vhich vou have never written, having in 
ommon the pre fixes com, con, coun, Cog, ind Now this statement which I have just given 
and the suffixes able, ible, and dle. You you has no value if you attempt to find all the 
ive practiced the abbreviation k& for these words which are exceptions to it. Nevet 
prefixes and the abbreviation > for these suf- think of any rule or statement in the light of 
fixes, so you find that only the root is new to exceptions. You will find the statement of 
ou I have in mind the word compattbi \ some value to you, I am sure, if you need any 


hearing this word in dictation for 


and not having a clear under 
the prefixes and suffixes, would 
ink in terms of a complete new word instead 


al- 


Knowing how to write 


he first time 


nding ot 


f in terms of syllables, two of which are 


m and thle, he would have little trouble in 


the 


this syllable analysis on 


syllable pat 
the 


vriting remaining root 
rry 
1 vour dictation, and your knowledge of the 
will make feel at 


ome and quite comfortable in the presence 


new words 


and sulhxes you 


of the majority of them. 


derfully 


The English language is so large and won- 
made that it is practically impossible 
the all « 
better acquainted I grow with the 


abbrev ations in 


ases. 


pos 


Oo use 


lhe 


prenx 


sibilities of our language, the more I wonder 

la we are abie o reauce 1eir tin l 
that ble t | their writing in 
shorthand to such a few simple forms 


| 


have found the following statement ol 


help in remembering how to write such words 
as | 


negative forms similar to those 


have given in the illustrations and also 


mentioned in 


Paragraph 103 


IMPORTANT LESSONS 


Most beginners like the lessons on the pre 
fixes very much Lesson Thirteen in par 
ticular is, in the main, a review of what you 


already know. In my next article I shall have 
some thing to tell ,ou about the disjoined pre 
Work hard on these« 


iport int. 


fixes and the sufhxes les 


they 


PROPER WRITING HABITS 


More than twenty years ago, David Wolfe 
} 
! 


sons; are very lit! 


Brown, one of the best official reporters whic 
the U. S. 
had, published a 


of Shorthand Speed 


presentatives has ever 
called ‘‘The 


This book has long 


House of Re 


Factors 


book 


been regarded as a shorthand classic and is 
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Lesson | 


Words 


~ < > w e 
7 <.. ot wT 
4 
5 ( > 5 5 
Sentences 
£ ? ae" 
: . 
X 5 S| 
~ “ - . 


being widely used as a guide in developing 
speedy shorthand writers 


this book 


formed wrong writing habits and are 


loo many writers, 


however, read after they have 


unable 
to benefit as they should from the 
Mr. Brow lo be of the 
therefore, the principles set forth by 
this book should be 
ticed by 


advice ol 
most service, 
him in 
familiar to 


you and prac- 


you while vou are learning th 


theory and forming your writing habits 


THE MAIN POINTS 
call 


five of the most instructive chapters in 


Let me attention to the titles of 


i: rhe 


Factors of Shorthand Speed’’ and summarize 


yout 
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Lesson II 
Words 
‘A y 4 ‘ y r4 Ps 
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Cc 
A e ? é - v. 7 
é Xe t—> , 
0D, é ( - 
; yf 
Sentences 
” CC, é 
. P S. 
/ i 
4 / 
4 ( > 
y 
© 4 
P ( a : 


two of them briefly. I hope you will have the 


privilege of reading the entire book. The 
chapters are: 

rhe Speedy Hand 

Little Foxes that Spoil the Vines 

Pen or Pencil 

Causes ol Hesitation 

Practical Suggestions about Phrasing 

THE SPEEDY HAND 
Repetition.—The hand awaits the slow 


mind After 
and recopied from twenty to fifty times, the 


action of the an article is copied 


mind no longer hesitates; the writing has be- 


come automatic. It is possible for a writer to 


GREGG 


rHE 


Lesson III 


Words | 


Sentences 


more than double his initial speed on an arti 


cle so rey ited I'ry it vourself and se¢ 


Pen Twirling rhe shorthand 


absolutely discard the 
seem to take 


Aerial 


writer must habit in 


some longhand writers 


which 


pride—the aerial rehearsing of strokes about 


to be written, the preparatory shaping of the 


characters in the iir before the pen tou hes 
the paper The shorthand writer has no time 


taking aim.’ He must fire without 


for such 
waiting to take aim or he will not bag any 


stenographic game 


Pen Gripping.—Per gripping, involving 


as it does needless muscular effort, interferes 
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Lesson IV 


uM ords 


> 
4 
‘ ~~ 
&£ 
x ff 
2 > 
y ¢ ¢ a, ( 
> 7 
r 2 ; , 
2 “Ss > > 
Sentences 
, 
- ( < 
é - ) 
> ¢ < 
A ~~ < ) . A 
« ‘1 ad >) 
7 
i 7 4 —_ 
> 2 
< ) a 
wile ‘ - 2’ 
/ 
~ 4 ~ 
with the acquisition of speed and induces 


undue and premature fatigue, saying nothing 


danger of pen par ilysis 


Finger Action You 


movement oft irm hand ind 


of the ultimate 


must use a combined 
fingers; not 
entirely from the arm or entirely 
It hould not Loe 
instruments, the 


other 


write with 


t he fingers forgotten 
that those nimble littl 
y valuable in every 


fingers, so high 


manual art because of their adaptation to 


quick and delicat« 
adjuncts in symmetrical and rapid 


movements, can serve as 
important 
shorthand 
Hold it so that it may roll upon the side of the 
knuckle as the extended or 


writing Do not grip the pen. 


fingers are 
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Supplementary Lesson Drills—IV 


itt mar 


Lesson Nill 


Lesson VIV 


ind suffixes Mr. Blanchard liscussin 


Les son X } 


- (“4 T > z 
} 
° A 
Lesson XVI 
"a 
C —> AA 
{ 
3 
- - < aa 


[This series began in the November issue.) 
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yer i 
The Gliding Movement.—With many 
writers the hand bears so heavily upon the 
pel » forbid anything like gliding. In 
el ‘ hich the student must seek 
, vate, the hand, resting lightly on the 
outer edge of the little finger, glides steadily 
er the ) Che wretched ‘‘stepety-step”’ 
ovement w never permit rapid writing. 
A Light Touch Lightness of touch is so 
portant 1 thing that great speed can 
ircely be attained without it. The cultiva 
on of a light touch should be one main 
purpose of the shorthand writer from the very 
beginning of his practice. Throw as little 


lake 


ind throw 


it as possible upon the right arm 


of the body off from it 


PEN OR PENCIL 
pen requires less muscular exertion 


One writer 


J 


gement. expert 


write four hours with the 


ie than hour with 


one 


pen il. 


iny cases the pencil makes an 


mpression throug! two or three pages ol 
the notebook 

) rhe pen permits and promotes a 

in yu which, with the pencil, is out 
of the question, and this lightness of touch 
onduces largely to speed. 

3. Pen notes are better adapted for preser- 

than pencil notes, which even ordinary 

handling tends to blur. 

4 Pen notes are more legtble, especially 
t night than pe cil notes. 

5 Veater notes can be made with the pen 
than with th 


pencil, the latter tending to 
a habit of scrawling. 

6. General op favor. 
>». Senate 





has been done with the 
the best known shorthand 


or Sixty years 


pen. 


Wut of sixty-five ol 


writers in the who were interviewed 


regardir 


country 


ig their pen or pencil preference, forty 


stated that they used the pen, fourteen the 
px cil | eleven both 

7. The pencil point is liable to break treach- 
erously at a most critical moment. 

After reading and digesting this brief sum- 
mary on the training of the speedy hand 
ind the choice of the tool with which it is to 


ful work, turn back to the head- 
ing of this department and look again at the 


do its wonder 


two illustrations of the hand holding the pen 
ady to glide lightly and quickly across 
Now that you realize how much 


easily, re 
the page. 
this position will aid you in becoming a speedy 
writer, you will not find it hard to master this 
" 


natural and restful while writing. 


position 
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Theory Questions Answered 


Question 


W ‘ 


Answer 


In answe g another question on this 
point in the April iber, we said Students 
and even some teachers magnify the impor 
tance of this rul It is merely intended t 
promote clearness d uniformity in writing 
In sees, sausage, and similar words, the se« 


ond s rests on the line 


In accordance with this, the words men- 
tioned—excessive and subsist—should be writ- 
ten with the second s on the line of writing 
rhe practice in writing these words has not 
been uniform in the ist, and this statement 
of the matter will insure uniformity 

Question 

Is there any rule a t writing porl i rds? D ve 

| vays r 
Answer 

At the beginning of word we omit 7 
as in port, porter, portadie, portage, portend 
portent, portfolio, portico, et see Shorthand 
Dictionary), but at the end of words, we writ« 
por; as in import, export, compor bor 

Question 

There are s I t 
a yt explain i 

1 If the wor D , m, W t i t 

veils ar Six 1 i I \ are t 

] 1? 

W nt l w D na , 
i wT en i I 

3 W t ult lt [ 
€ eint " | ” mma? } i nen n and 
limp at t ] W 

4 The ’ mar writt ! 
but t } ’ nner. i ‘ 

, ‘mit oa i ly expr 1 by the 1 
ver g ! W 1 the b li nn 
Answer 

hese are all interesting questions We 
shall answer them in their order 

| The monosvllables den, din, dim, are 


1 


written in full for the 
' , 


absolute clear 


added ti 


ol 


SAKE 


ness: but when other letters are 
form derivatives it is permissible to use the 
blends because the additional letters furnish 
enough body to the outlines to enable the 
writer to read them without difficulty 

(2 When alone ten is written in full; but 
when other letters are added to it the blend 
may be used. It happens that the word 


enters into a good many useful phrases, such 


ten-days-ago veek-or-ten-days. In such 


added 


give clearness to the form 


as 20, I 
phrases, the letters -just as in the 
case of derivatives 

and the blend is used for ten. 
mentioned do not happen to occur in common 


The other word 


phrases. 


3) When we speak of omitting “minor 
vowels” in the blends, we have in mind th 
short ¢ and short e; but not short @ or o In 
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words like stamina, Tammany, contamina'e, osvilable din is written full, but when er is 
contamination, dominate, domination, domin- added the blend may be used The vowel a is 
ion, the horizontal blend is used; but in words not regarded as a ‘‘minor vowel ind is not 
like dimension, diminish, in which a minor omitted in fanner [here is, of course, the 
vowel occurs, the upward blend is preferred additional reason that this preserves a clear 

(4 This question is partly answered in distinction between the forms for these words, 
some of the above paragraphs rhe mon and dinner is the more frequent word. 


o@€ 


fhe American Boy 


By Theodore Roosevelt 
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| (he O.G. A. 


Devoted to the Development of Artistry in Shorthand Writing 


Conducted by Guy S. Fry, 631 S. Wabash Ave., Chicago, Il. 


Department 








This department is the official 
mouthpiece of the 0. G. A The 
purpose of the organization is to 
encourage the development of skill 
ful shorthand writing. Membership 
is granted to those whose notes show 
EMBLEM artistic merit 
OF THE] Hew to Become a Member: Pra 
ORDER tice the test article until you secure 
- two copies that represent your best 
work Mail one of these to the 
editor of the department and retain the other for com 
parison with the published plate. If the specimen 
sent us reaches the required standard, a membership 
certificate will be sent you. Otherwise your work will 











be returned with suggestions and criticisms and you 
may try again. To secure approval, notes must be 
correct in theory, accurate in proportion and execu 
tion, free in movement 

A Certificate of Superior Merit is awarded to 





those whose notes are of superior excellence This is 
the highest credential awarded for artistic shorthand 
writing. It will be issued in connection with the 


membership certificate to those whose notes warrant 
it. Members may become candidates for the Certifi 
cale of Superior Merit. A circular about this certifi 
cate and how to secure it will be sent on request 
Examination Fees: An examination fee of ten 
cents must accompany each specimen submitted 
for membership, fifty cents each application for 
Certificate of Superior Merit 











The Cry of the 


By Louis 


rRAVHOSE of you who live in the big cities 
of the country hear the cry, “‘Watch 

your step,’ ringing in your ears every 

day as vou get on or off the cars that carry 
you to and from your work And uncon- 
sciouslv, when you hear it, you do look down 
to make sure that you step across the gap 
which separates the train from the platform. 
When the New York subway was first 
opened nobody thought of. cautioning the 
passengers to watch their step, because the 
gap is only a few inches wide 
did not seem that it could possibly be dan 


certainly it 


gerous. For a while this opinion seemed to 
be justified, but soon that insignificant littl 
gap did begin to cause accidents, and serious 
Why? 


people were unable to step that small space! 


ones, too. Surely not because the 

No, of course that was not the reason 
The reason was that when the novelty of the 
subway began to wear off, travelers on it 
no longer paid any attention to their sur 
roundings; they became engrossed in con- 
versation and failed to notice that seemingly 
innocent gap. Then the guards were instructed 
to shout “‘Watch your step” while anyone 
was getting on or off the cat This has prac- 
tically put a stop te accidents 

While vou are in school your teacher does 
her best to play the part of the subway guard 
—she is always cautioning you to “watch 
your step."’ But when you leave school and 
go out into the business world you will have 
to watch your own step—no one will do that 
for you. So you might just as well begin to 
learn this valuable accomplishment while 
you are in school 

It is only by being constantly on the watch 


Subway Guard 


A. Leslie 


that you will be able to prevent the recurrence 
of those foolish, simple errors which drive 
your teacher to desperation and which cer 
tainly do not give you a very flattering opinion 
of youtsellf. This applies both to theory 
and penmanship. The analogy is particularly 
close in the system you are learning because 
it is so simple and easy that you are thrown 
off your guard just as those pe ople in the sub- 
way were thrown off their guard on account 
of the seeming absence of danget And as 
the small gap which proved disastrous to 
some would not have been dangerous to 
the smallest child who saw it, so the few slight 
difficulties in the system you are working 
on do cause trouble to some merely because 
everything seems so simple and easy that 
they do not think to keep their eyes open 

Now I will go over one or two outlines with 
you to show you just what I mean. A simple 
word will do as well as any; let us take the 
word ‘‘frame’’ for the first example. Take 
your pen and paper and write the word in 
shorthand before you read any further 

If you have watched your step the front 
of the f will have the same slant that a figure 
one ordinarily has. Has your “‘f’’ that slant 
or is it standing straight up as though your 
swan had a stiff neck? Or still more deplor 
able, has your swan become so weary that 
its head hangs down and its neck lops over 
? Does 


in the wrong direction altogether 


your f run into your r with a full, graceful 


curve such as any sleek, respectable swan 
would be proud to display? Does the end of 
the m taper off into a fine line, or is there a 
heavy blob of ink, mute evidence of painful 
hesitation? Your outline will have at least one 
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of these faults, probably, if not all of them. is to select some common word, write it in 
Yet it is just as easy to give the f the same shorthand, then compare it with the outline 
slant in shorthand that it has in longhand as it given in the shorthand dictionary When 
s to give it any other slant. It is just as making the comparison keep these points 
easy, indeed easier, to make the f and the in mind: 

r join with a good smooth curve as it is to First, that your shorthand characters 
make them join in any other way. Why should have the same slant as those in the 
wasn't yours right? Not because you couldn't dictionary outline. This point should present 
write it in the correct way—merelv that you. no great difficulty, because the characters 
didn’t ‘‘watch your step.” are given the same natural, easy slant which 

By that I mean that if you had been watch- you will find in modern business writing. 

ing for just such errors you would never Second, that your curves are full and 
have made them. That statement is very deep. Be sure that the r, /, f and v have the 
easily proved. Write the word “frame” stronger curve at the beginning, while the 
again, this time bearing in mind the defects k, g, p and b have the stronger curve at the 
of the first outline. Watch your curve and end. Be sure that the blends of the fr type 
you will find that it is no longer difficult, have that smooth curve so suggestive of the 
just as the gap between the station platform  swan’s neck. Be sure that in the ten and 
and the subway car was no longer dangerous tem blends the stronger curve is always put 


at the beginning and 
that in the tive and 
nt blends the 


when people began 2 
to pay attention 


to it. . : gen 
: : ' For the benefit of those who may have : 
Now for a little missed the copy printed in November for the stronger curve 1s In 
test to see if vou Annual 0. G. A. Contest, it is being repeated the center of each 
this month. The close of the contest is not . ' , 
can watch your own much more than a month away—April! side so that they 
step. Write the But make the most of your time till then may live up to their 
ee - in perfecting your writing. ee 
word Jerome. Do r F name ot e g g- 
‘ -_ o Mr. Leslie's article this month will give , 1” blend 
no put pen to papel you added pointers on the “little things” “SI apes ends. 
until vou know in that will count most in the “perfecting” Third, that your 
; * . . process. 1 
your mind just how shorthand = charac- 


the outline will look ters should be joined 


when finished. Then, in the way that will 


after vou have written it, go ove! it letter be the easiest to write and vet the 
by letter to be sure that everything is as it easiest to read. This can easily be accom- 
should be. When you have finally achieved plished by taking care that the original 
an outline which seems to you to be satis- forms of the characters being joined shall not 


factory, check it up to see if you have be changed. 


watched all the steps mentioned in the next For instance, in a word like ‘‘vary,”’ you 
paragraph. should write the outline in such a way that 
To begin with, may I take it for granted ifthe va were erased the r would look as though 
that your j7 has the same slant which we _ it had been written separately. Or if the 
decided upon for the f in frame? It not, that ar were erased a perfect v should be left 
is a step which needs to be called to your Fourth, and most important of all, the 
attention. Also, it should be safe to assume outlines should be written with an easy, fluent 
that vou have tucked the e safely instde motion, which will, of course, obviate such 
the curve of the r. Have you placed the stronger defects as the heavy dot at the end of strokes. 
curve where it belongs, at the beginning of You see now that, as I said at first, 
the r? Have you remembered to turn the these points are not difficult to observe when 
hook for o on its side because in this word your attention is called to them—when you 
it comes before an m? Does the hook fit are told to watch your step. But do not begin 
the r so snugly that no space is left between to write an outline until you know just what 
the two characters? Does the m fade away you are going to do Heed the crv of the 
into nothingness as it should, or have you subway guard! 


? 


made it again with the heavy dot on the end 
lo how many of these questions can you give 
a favorable answer? 

It is by just such questions that the exam 
iners determine the rating which shall be 


The Contest Copy 


given to your paper when it is submitted in (Good until April 1, 1921 

the hope of receiving an O. G. A. certificate Thi py is to be used both for the membership test and 

or winning the coveted contest prize SO for the annual contest. A pers written from thi 

before submitting your paper apply these will | nsidered in the conte If you are applying for 

tests yourself, and thus assure yourself that membership elso, mark your paper “For Membership end 
2 ; Contest’ and direct it to the O. G. A. Department, Member- 

your work is up to the O. G \. standard. ship Examiner. Membership certificates will be issued and 


A good way to prac tice this self-criticism forwarded at once and the papers held for final rating in the 
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tipulated in the heading of this depariment 


Words Reveal World’s Past 


Words, Doctor Crane tells us, are not made. They grow 
The dictionary is a museum of the vagaries as well as of 
the dis eries of human thought 

4 man’s sins more strikingly reveal him than his virtues. 
and ik ire most charactertisx So the most vivid 
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im pse f ‘ t 
thel i I . 
rl t v 
fallacies I tha 
i ve < 
M ista in a r, me is 1 
esa : alized i The 
turk wa c t i t falla i t 
nons t it t I 
was tirst I ] i 
Her g ot } 
Aus < r we! und t k i isa 
and t t 
Ni g Ni t v tt 
scoverer ne W t } i 
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Luna I ’ gi 1 
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Shorthand Correspondence and 
the O. G. A. 
LL you 


in the list 


we please include my name 
who wish to cor- 
Miss Grace 
much interested 
to be 
Corresponding with two French 
girls has helped me 


wa 
| of those 

respond in shorthand? 
Giffard writes. ‘I 
in shorthand and | 


am very 


expect more so as 


time goes on 
in studying French, and 


1 hope shorthand correspondence will help 


me as much 

My shorthand isn’t all it ought to be, 
but I can make it better. I like your depart- 
ment very much I read it all through and 
‘then some.’ It really helps, or I wouldn't 
do it.” 


Miss Giffard’s address heads the list of 














latest entrants in the Correspondence Ex- 

change: 

Grace Giffard, 3 Wind Terrace, Portland, Maine 
Estelle G. Philli 623 S. Park, Boyne (¢ Mi 

Vera L. Bardwe 133 Wolverine, Boyne ¢ Micl 

Roland H. Dion, 170 Main St., Acushnet, Mass 

Clarence E lerson, 16 Prospect St., Winchendon 
Mass. 

Carolynn Lampson, Jefferson, Ohio 

Ruth E. Leafgren, Lanse, Clearfield County, Pa 

R. A. Hoffman, 1200 53rd Ave., Oakland, Calif. 

Luis Castells, « Dey t of Sanitati Santo 
Domingo, R. D 

Jeseph Gerend, Box 76, S Kauk Wi 

Elsie Clark, Oregon City, Oregon 

Grace Dann, Canton, Pa 

Mildred Furman, 16 First St., Canton, Pa 

Anselmo J NSO Por Rican Express Compa 
17 ery Place New York City (Spanish and 
English 

Oscar S. Swans Headquarters Compa I 
Fif Infantry, ( p Dix, N. J 

Margaret Brad 10th and Water St., Ores Cit 
Oreg 

Master Sergeant H. J. A American Forces in Germany 

Sporting Editor, Amaroc News, A. P. O. 92 
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School 


\ Great Business Training College 
Rider College, Trenton 


1 r GI\ ES us pleasure to prest nt this pi 


ture of the new home of the Rider Col 
lege of Commerce, Trenton, New Jersey 


Dec ‘ mber 29 


history of 


The Trenton Evening Times of 
contains an extended account of the 
the school and of commercial education in the 


United States, as well as a description of the 








new building, which will accommodate 3,500 
students annually. It says 
For half a century, « I ceeding rt thened 
the Rider School's course of stud ided to its facilities 
and established for it lr tat I g t 
‘ one of the best. but 
on of the largest and 
most influential schools wee 
in \merica specks xg < 
in commercial educa 
The Rider Colles 
now in its 56t 
has a taculty of 3 
structors, 18 « r l 
has enrolled more tha 
50,000 students, wi 
attendance last yeara 
of 2,473 in the d ! 
night classes 
The new building i 
decided addition to 
architecture of Tre 
It is a credit to its build 
ers and it will serve 
a handsome and la 
memorial to the pioneer 


founders of commercial 


education it 


Originally there 
were two great busi- The New Home o 
ness training schools 
in Trenton: the Rider Business College and 
the Stewart Business College Eventually 
these two schools were combined in one great 
institution, the Rider-Moore and Stewart 
School. Under the wise, broad-gauge, and 


progressive management of its preprietors, F. 
B. Moore and John E. Gill, the Rider-Moor« 
and Stewart School has moved forward steadily 
from year to year until it is generally acknowl- 
edged to be one of the greatest and most suc- 
of its kind in the world. 


cessful institutions 


I he S¢ hool has be en a success in every sense 
It 


ing many thousands of young people on the 


of the word has been successful in start- 


way to fame and fortune, it has been success 
ful in the upbuilding of high ideals of conduct 
in business, it has been successful in gaining 
for its proprietors and its teachers the esteem 
of the and 


only students 


t he 


and good will not 


graduates but of community in which 


they live. 
Both Mr 

tively 

battled 


and Mr 


who 


Moore Guill are 


men 


compara 


young have themselves 
y 


their way to from small 


success 
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News from the East 


beginnings, and in the doing of it have retained 


a lively and sympatheti 


gles of other young pe opl 


interest in the strug- 
Phat isthe keynote 


of the success of their great institution 
In erecting a new and magnificent home 
for their great college they have decided 


to perpetuate the name of the founder of the 
first 
which in itself is 


school from which the institution sprang 
an indication of character 


It indication of their 
gacity, since it simplifies the title 


We extend to Messrs. Moore 


hearty congratulations on their remark- 


is also an practical sa 


and Gill our 


very 

able achievement in the world of business 
education, and our 
hearty good wishes 
for continued suc- 
cess and prosperity 
in the great work 
they ire doing 


Homeof Phi Beta 
Kappa Intro- 
duces Com- 
mercial 
Work 


sg HE ¢ ollege of 





William and 

Mary, in Vir- 

ginia, has been of- 

fering for the first 

f r College time a program in 
secretarial science 

In 1919-1920 a program in business ad- 
ministration was introduced with a five-year 
course leading to two degrees—that of Bach- 
elor of Arts and Bachelor of Business Admin- 
istration While there are fifty courses in 
commerce and administration none fully 


met the requirements for young women who 


Work 


are preparing for the business world. 
in secretarial science, therefore, is being 
added this year. The first course to be in- 


troduced is secretarial service, which includes 


filing, mailing, sources of information, secre- 


tarial ethics, secretarial service, and so forth. 


Business communications is also included 
in the program, and since effective com- 
munication in business calls for a close knowl- 
edge of human nature, calls for pictures 
and diagrams as well as words, and often 
involves the use of type, the course will 
consist mainly of a study of psychological, 


ot 


courses 


graphical and typographical aspects busi- 


communications Other will 


be added from time to time as plans develop. 


ness 


Stenography and typewriting are included, 
though they are taken outside of college 


hours and no college (Continued on page 198) 


OO teen 


ee 


GREGG 


WRITER 


FOR FEBRUARY 


2-2 2-8-8 





oo ee ee eee 


Editorial 


Views 








Speed in Typewriting 


rgy0O THE employer, speed in typewriting 
simply means the time it takes to 
deliver the finished product to his desk. 


e time he took to dictate the matter and 
e various other elements that enter into 
‘“‘finished’’ product he neither analyzes 


takes into account. But when he dictates 
and send it 
feet 


is good or 


ter and is waiting to sign it 


time with winged and his 


ting of his stenographer bad 
speed with whic h it is de 


speeds 


ording to t he 
ed 

Every student of shorthand and typewrit- 

this 
nan 


should understand natural reaction 


they are 
estimation whether 


The thing the 


the busy business and 


busy in their own 
reality 


deal 


not they are in 


enographer has to with is his state 


nind. The stenographer who wants to 
ke the best progress must get a reputation 
ough actual achievement of getting the 
rk back “‘fast.’’ How can it be done? 


su ply by concentrating effort on turning 
t the finished product from the first day 
school. Doing things well and rapidly 
matter of habit more than anything else. 
Habits acquired in the business school carry 


er into the business world. 


typewriting is both mental and 
The first thing for the student to 
» when he takes up the subject is to get the 
rrect theory. He should make an analysis 


every factor that enters into what we sum 


iN ipid 


nual 


correct 
that 
briefly 


There must be a 
the actual 
These may be 


keyboard 


elimination of 


as “ spec "gg 


lerstanding of 


elements 
make up speed 
correct technique, 
the 
unproductive movement, a development 
sureness of touch and accuracy of stroke, 


ental attitude of speed with accuras vY,a 


merated 


ch means every false 


lding up of judgment and decision in 


ingement, the power to concentrate, and 
rapidly 


read shorthand as 


These are habits that can 


ability to 


one can type. 
acquired only by continually striving 
them—by never losing sight of the 
ective. 
\n analysis of the work of the average 
ist will show, we believe, that at least 
ty per cent of the time is actually wasted 
fussing around—in not knowing or not 


ing able to apply such knowledge as one 
The ordinary typist could easily 


Ssesses. 


double his speed of production by eliminating 


the slack motion—striking a steady gait. 
Many students have the erroneous idea 
that speed in typing consists merely in strik- 
ing a large number of keys in a given time. 
This is not true. It is the steady, uninter- 
rupted, precise work that produces results. 
The average business man is not interested 
in the super-speed artist ~he is interested 
in the character and quantity of the work 
that comes steadily from the machine 


If you are interested in your actual typing 


speed, check up on what you do in an hour 
and see what the average rate a minute is. 
You may be astonished at the result At 


the time you completed your course in the 


school you could probably type for a minute 


or so at the rate of 60 or 75 words a minute 
Make a comparison of this burst of speed 
with what you can do in an hour in (¢ran- 
scription, Copying straight matter from a 


printed book is no indication of the typist’s 


real worth, however valuable it may be in 


accelerating manipulative speed. What 
can do with a notebook full of notes, rapidly 


you 


dictated perhaps, is the measure of your 
ability. 
eo oO? 
Theory—and Fact 


OME of the most interesting and amusing 
things that occurin conventions are not 
recorded in the published proceedings. 


For instance, at the recent convention of the 


National Shorthand Reporters’ Association. 
in Denver, a well-known advocate of geo- 
metric shorthand read a very long, very 
technical and very “‘dry’’ paper, in which he 


demonstrated most conclusively—to himself 
that a long- 
basis must lacking in 


This caused some amusement in view 


at least shorthand founded on 


hand necessarily be 
speed. 
of the fact that just such a system had made 
very records in 
contests held under the auspices of the Asso- 
But the chagrin of the author of the 


next 


remarkable speed previous 
ciation. 
paper may be imagined when the very 
day a writer of the system based on long- 
hand made the highest records in the speed 
contest of the Southwest Shorthand Report- 
Association, and the following day made a 
the 175-words 
test and won first place in the 
minute test of the National Shorthand Report- 
In both these contests he 
any of the 


ers’ 
a-minute 
200-words-a- 


world's record on 


Association. 
better records than 


ers’ 


made more 
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experienced reporters and seasoned contest- of 18 words a minute over the previous ye 

ants ind yet he is but 19 years of age! record. The next year she won first pl 
Many of those who attended the conven- in the World’s Typewriting Champions 

tion indulged in quiet chuckles over this with a net speed of 125 words a minut 

prompt and somewhat dramatic demonstra- place she won the three following years 


tion of the fallacies contained in the elabo- 
rate paper which had been read with such 
unction a day or two previously. It reminds 
one of th old axiom, ‘“‘One fact is worth 


arguments.” 


icditorial Brevities 
rITHIN 


us, more 


a few months, the papers tell 


than a thousand young people 


from Mexico will come to the United 
States to take courses in our universities, busi 
ness colleges, and technical schools, and tolearn 


American bus 


large industrial plants, 


iness methods in this country’s 
Plans have been com- 
in interchange of Mexican and Am- 
erican scholarships. 


ple ted for 


* * ” 


Another stenographer has been promoted 
the ranks—Mr. Alfred J. Burkhardt, 
Western Sales Representative of the 
Sinclair, Refining Company at Tulsa, Okla 
Mr. Burkhardt is a graduate of Gregg School, 


irom 
now 


and has for many years been active in the 
affairs of the Chicago Gregg Shorthand 
Association. Mr. Burkhardt gained his 


experience in the oil business as stenographer 


for the Texas Company. 


> > > 
Our first contribution ($1.00) since the 
reopening of the Sholes Monument Fund 
has just come in from Mr. J]. Russell Hile, 
Scotland, Pennsylvania Don't forget to 
send urs along at once if you have not yet 
added your bit to the memorial Individual 


subscriptions and “‘dime”’ clubs from schools 


ind otnces sh yuld be sent to 
Joun R. GREGG 
SHOLES MONUMENT FUND 
77 MADISON AVENUE 
New Yor«K City 
. > > 
The many friends of Miss Margaret B. 


champion typist, will 


that her marriage to 
Lieutenant Raymond Farrington Tyler, Flying 
Corps, United States Naval 
took place at the Church of the Transfigura- 
tion in New York City on Friday, December 
24. Miss known to 
the through her 
field. 
a type writing contest 
and in 1912 
won first place in the Amateur Championship 
of the World 116 


ch meant the phenominal increase 


Owen, former world’s 


be interested to learn 


Reserve I orce, 


the readers of 
brilliant 
From the 


Owen 1s 
rec ords 
first 
her 


magazine 
in the typewriting 
entered 


work attracted 


time she 


attention, she 


with a record of words a 


i 
the remarkable record of 14 
words a minute, a goal that has not yet be« 
other The 
and wishes of tl 


established 


passed by any writer. since 


congratulations good 


magazine for all happiness and prosperit 
are extended to Mr. and Mrs. Tyler. 
> > . 
The story, “‘A Tale from a Log Mill, 


started in this issue, is from graded materia 
prepared by Miss Ethel R. Brown, of Berke 


ley High School Commercial Department 
for use in her elementary classes. With tl 
exception of three or four words it is bas¢ 
exclusively on the principles given in the first 
four lessons. We congratulate Miss Brow: 


on accomplishing such a clever tale from the 


beginning principles. It is a pleasure to 
present the story to our readers. 
> > > 
The December shorthand 
held by the Washington 


Association was a great success. 


speed contest 

Shorthand 
There was a 
good attendance and nearly every one took 
part. Mr. Oscar H. Lindow won the 160- 
word dictation; Thomas F. Burke and Robert 
Pomeroy tied on the 120; Miss Viola Blank« 
won the 100; and Miss Sylvia Spear and Miss 
Betty Rupel tied on the 80. Most of the wi: 
the shorthand 
Association every 


(sregg 


( lasse S 
| 


ners have attended 
held by the Tuesday an 
rhursday evening, and their success is largel) 
due to this study. Mr. Charles Swem, wh 
dictated, was surprised to see the contestants 
do so well on such difficult matter and Presi 
dent with the 
accuracy of the transcripts, especially wit! 
Miss Viola Blanke’s 
two errors, an accuracy record of 99 1-2 per 
Mr. Huiess 
each contestant and is confident 
develop into fast The Associatior 
hopes to have Mr. Gregg with them for their 
Washington’s Birthday celebration. 


Huiess was highly gratified 


which contained only 


future for 
several will 


cent. paints a rosy 


writers 


Obituary 


S we go to press we learn with profound re 
gret that Mr. J. S. Dix key, President of 
the Bowling Green Business University, 

S,owling Green, Kentucky, died suddenly on 
Sunday evening, January 16. The message we 
received does not give any particulars. 

The news of Mr. Dickey’s departure will 
come as a shock to many of our readers who 
were at the recent convention of the National 
Commercial Teachers’ Federation, over which 
Mr. Dickey 


presided so ably as president 


sad 
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(he Typist and Office Worker 


A Clearing House of ideas for Typists and Office Workers 


Conducted by Harold H. Smith, 631 S. Wabash Ave., Chicago, Ill. 








The O. A. T. is the professional organ- 
ization of the artists in typewriting 
It is open to all who qualify as superior 
craftsmen. 

Junior Membership: Membership in 
the Junior division is open to anyone 
who is studying typewriting in a school 
or by himself who is able to pass the 











ORDER ¥ 
ATL 4 Junior test. 
TYPISTS Senior Membership: Membership in 





whether attending school or not who have reached 
a speed of at least forty words a minute. 
must be onmaniel by a signed statement that 
the candidate has attained this speed. 
Competent Typist Certificate: 
is issued to anyone who is able to qualify at fifty 


the Senior division is open to all typists 


Senior tests 


This certificate 


words or more a minute on the Monthly Speed 
lest. No papers rating less than fifty net words 
the minute are to be submitted 

Tests: The tests for both membership and 
“competency” appear in this department each 
month. ‘Tests may be practiced as often as desired, 
but only one specimen should be sent in. Each part 
of the membership tests should be typed on a separate 
sheet. The speed test matter must be written as 
a ten-minute test, subject to International Rules, 
and accompanied by the timer's affidavit. A test 
is good only until the 25th of the month following 
publication. 

Fees: An examination fee of ten cents must 
accompany each membership test. No fee is charged 
for speed tests. A beautiful Certificate is issued 
to all those who pass any of the tests. 











A Solution for Some Common Typing Difficulties 


| Note Review the difficullie 
principles involved.) 


DIFFICULTY NO. 4 
AILURE to relax between strokes and 
to return the fingers to or toward guide 
positions. 
Result.—Misstrikes; hitting a key above, 
below, or to one side of the desired key. 
Cure.—Develop more perfect indepen- 
dence on the part of each finger. After de- 
livering each blow try to relax every muscle 
In fast work, of course, this 
to relax be- 


in your hand. 
relaxation is only a “tendency” 
tween strokes, but some relief is secured even 
from this tendency. In practicing difficult 
combinations and in slow, even work, it is 
better to allow plenty of time to relax com- 
pletely between strokes. Once the habit 
is formed a remarkable increase in endurance 
will be evidenced and less pain and tenseness 
will be experienced in the fingers, hands and 
arms. Caution must be observed, of course, 
not to develop the habit of coming to a full 
stop, after striking each ley, tothe point where 
it interferes with the development of mo- 
It is sufficient to practice for a time 
STRIKE—telax; 


becomes second 


mentum. 
thus: STRIKE—telax; 
STRIKE—relax. When it 
nature to relax after striking a key, the prac- 
tice should take the mental form of STRIKE; 
STRIKE: STRIKE, etc., the relaxing having 
become more or less unconscious and requir- 
ing no thought. 
Beginners and most students in school 
should try to relax their fingers by letting 
them drop back on the four guide keys for 


each hand. Advanced typists will develop 


presented in the last number. 


lt will refresh vour memory and assist in applying the 


what is known as the “‘uniform striking posi- 
tion,”’ which is just over (but not touching) 
the guide keys. It may be added that this 
uniform striking position of advanced typists 
is usually developed unconsciously as a re- 
sult of the constant striving to save time. 
DIFFICULTY NO. 5 

“Wild” fingering of words composed of 
letters entirely or predominantly written 
with one or the other hand—usually the left 
hand. 

Result. 
tion of letters; 

Cure.—Think positively on each stroke; 
emphasize independent finger action, sharp, 
staccato stroke, and consciously snap each 
finger back immediately after delivering the 
blow. Use the body of the hand, not the 
forearm, as the source of the strength for 
making this snappy blow. Try to relax be- 
tween strokes. 

We might add indefinitely to these prin- 
cipal difficulties by including the thousand- 
and-one little flaws that creep into the average 
typist’s work. This would require more space 
than is available, however, so we must aban- 
don the idea for the present. 

SHIFTING DIFFICULTIES 

A topic that seems to cause much discussion 
is that of shifting for capital letters. Let us 
that somewhat in detail. Take 


past ten O’clock 


This is due to the typist’s poor mental con- 


trol and lack of physical codrdination. The 


letters; transposi- 


misstrikes; hesitation. 


Omission of 


consider 
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Kebruary Typewriting Speed Test 
(Good until March 25, 1921) 
GREAT step toward fostering America’s world trade through foreign invest- 
ment is foreseen in the recent authorization by the American Bankers’ Asso- 
ciation of the organization of a hundred million dollar foreign trade financing 
corporation under the Edge Law. 

The foreign credit situation has reached a point where loans to foreign countries 
are no longer adequate to meet the needs of the growing foreign trade of the United 
States. The Edge Law corporation will not make loans, but will provide a source 
of long-term credits through investment abroad. 

That foreign investment probably is a nation’s greatest asset in the mainte- 
nance of astrong position in world trade is evidenced by the position of Great Britain. 
Although her foreign investments were diminished by about five billion dollars as a 
result of the war, she still has approximately fifteen billions invested in foreign 
countries, and, through her powerful trade organizations, is striving fearlessly to 
regain the ground lost during the war. Her investments are so judiciously and 
widely scattered throughout the world that the slogan, ‘““The sun never sets on the 
British Empire,’ might be as appropriately applied to her foreign investments. 

The United States—second nation of the world in foreign investments—is a 
creditor by a total of about eleven billion dollars invested abroad. This amount 
as compared with that of British capital invested abroad, is inconsistent with the 
potential volume of foreign trade of the United States and must be augmented 
through an incfease in the foreign trade financing power of the country if we are 
to compete successfully with other nations in disposing of our enormous surplus 
stocks. On the other hand, of course, we must accept goods from our debtors, be- 
cause that is the only means by which they can pay their obligations tous. And we 
must use these goods as a basis for granting loans to other countries so that new 
markets may be built up for our products. 

The surplus of the United States this year will include about eight million 
bales of cotton, three hundred million bushels of wheat, seven hundred fifty million 
dollars’ worth of semi-manufactured raw materials and finished manufactured prod- 
ucts, and about two hundred fifty million dollars’ worth of packing-house products. 
European countries are in the market for the major part of this surplus, but pay- 
ment in gold before the goods are shipped cannot be made in any significant 
amount. The natural commercial course for the United States to follow under 
the circumstances is the course which Great Britain has so profitably taken 
through the years of her foreign trade development—the investment of capital in 
foreign countries through foreign trade financing corporations. 

The general export corporation organized under the Edge Law, authorized 
by the American Bankers’ Association, probably will be established early in 1921 
with an initial capitalization of one hundred million dollars. 

With a capital of one hundred million dollars, the power of this corporation 
for benefiting the foreign trade of the United States will be almost unlimited. 
Under the provisions of the Edge Law, a corporation organized in accordance with 
its specifications may issue debenture bonds for sale in the United States and the 
extension of credits abroad up to ten times the amount of its capitalization. The 
maximum possible financing power of the corporation just authorized will therefore 
be one billion dollars, an amount equal to more than nine per cent of this country’s 
total forcigr investments of to-day (575)—From “American Goods and Markets,” 
a semi monthly survey of international trade issued by the Guaranty Trust Company 
of New York City. 


Repeat from the beginning if completed in less than ten minutes| 
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it would not be so bad, but in 
regularity of this wror | 
for shifting again to write the 
e resultant feu 
is not pertormes 
dent's consciousness so tor 


slows down for at least a line or two, 


he is extremely) luc ky t he loes not m ke 
l « s | Lus¢ t| 1 u 

Another ol ith lor t| line It is 
ite the common practice tor student 

ress the shift key and hold down whil 

ing for the signal to start a typewriting 
st The motive, of course » Sa 

I have noticed that quite the contrary 
urs rhe moment the signal is given, the 
tudent strikes the proper letter key, b 
easing the letter key and the shift key he 
scovers, perhaps consciously, perhay 
sciously, that he ha mpleted ar ra 


ym which is unnatural, an operation whicl 


rare that instead of be ne exe ited 
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I required consc1o 


s eflort to ad 


“feel.” Phis 


1 slowing down 


just one > \ LCi 


ou ré idju tment means 


frequently results in errors on the first 

md iines. It will be much better to 

place the fingers in a relaxed position on the 
guide row, awaiting the starting signal calmly, 


and then depend upon correct habit to carry 


you over the first capital and indeed all 


' 
capitals 
In n 


erators forget that it 


tering t he shift key, too many op- 
is very essential to de- 
r key at nearly the 


sure that the 


press the shift and the lett 


same time and to mak carriage 
the 
At first 
shift key a little 
, striking the latter 


thud of the 


r is held in position until after 
letter has been printe lon the paper 
it will be easier to depress the 
of the letter key 


sharply the moment you hear the 


mechanism as it reaches the proper position 
for printing the capital lettet 
STEPS IN SHIFTING 
Some drills of particular value in this con 
nection will be found below Not all are 
original. Several of them have been independ- 


ently developed by teachers and typists in 
| of the The 


h they are presented, however, 


widely separated parts country 


order in whi 


my ownand will be found to lead naturally 


1 mastery of the shifting mechanism if 


Corrective Drills 


Difficulty 


of dried branches 
was a brook full of 
to the rain and 

did not count and 


No. | 


up to dry and them 
in the county where 
this wood road which 
of us, at my command 


Difliculty No. 5 


and after we were 
and the hedgehog 
and a barren tract covered 
window or roof, a 


of a thrifty farmer 
its sides were the 
the lunch outfit in 
our lunch and your 


Shifting Difficulties 
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Mr. Michael O’Hara 
"How’s Business?" 
past ten o’clock 
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"*In Forbes Magazine?’" 
is the "Follow Through." 
Go to 0O’Mara & Ormsbee, 


Inc. 
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care is taken to work out each of the following Material for QO. A. 7. Tests 


details before wricing any part of the drills 











I Place hands in a relaxed position on 
the guide row. Junior Test 

(2 Practice ‘‘reaching’’ for the proper ( ae ; 
shift key, making the major portion of the Pre Sige inert al | 
reac h with the small finger alone. Keep t he .o . . vg 
wrist low and swivel the hand but slightly 
toward the shift key. As with other phases FEBRUARY NATAL MONTH OF MANY PERSON 
of typing technique, eliminate as much as_ February is the a rsar th of t th of 
possible all motion of the arm above the wrist. a f oe . Bs eoncased ne - , 

(3) After acquiring accuracy and cer k - Aneto A thers is Elihu Vedder a 
tainty of “reach,”’ practice “reaching and f S t \ 1 
depressing” the shift key. Observe every , me a \ 
injunction mentioned under Step 2. Con pede ty gear anal rly nea oncpalbog en vedi be 
tinue this practice until the entire process 1811. « s Dick t thor Shenoy & ' 
can be performed swiftly and decisively and 181 j. 1 t 
the hands and fingers returned to their nor- ; ose > fee. a6 
mal, relaxed position on the guide row in- of 1 Edi ¢ : 
stantly the shifting has been comple:ed. February 12, 1809 

(4 Introduce the striking of the letter id _ . ‘ 
key at this point. Keep the hand which is |... : ial 
destined to do the striking thoroughly relaxed Li ! ( ! f ayer aoe 
until the ncise made by the shifting mechan- the theory of the 1 rn February 19, 14 
ism “bumping” into position is heard. Then ‘V*s®inst Pee Meaaggeeth 1732 a date far 
strike the letter key sharply ‘‘with a low on eee nando aritterd Griann’ at rr 
lift’’ of the finger and hand and quickly reiaa 
both hands into their home positions on thx W. | 
guide row. Practice this striking of the letter ecant 120 
key until you can time the work of the two 
hands automatically and correctly as to weight Senior Test 
of impression and alignment on the paper a ” ‘ 
This is a very important step, and if you fail Put the following —— 2 
in any way to produce perfect capital letters ' ike up a list, o separate sheet, OF Cwent 
stop immediately and review the first thre: hve or hity pr to whom it may | 
steps. sent Give the 1 of the business fir 

Repeat these steps for each new capital the address, th e e official to who 
letter introduced. th ettel s oO ‘ r ed ind colum 

At the very best, it requires from two to for the date sent and the date and nature 
three times as long to write a capital as it of the replies received. Be sure any need i 
requires to write a small letter. A small punctuation is added to your letter. 
amount of intelligent, patient effort here will te ela it a 
increase the speed and accuracy of most typists . 

We repeat again—speed consists not so "UTeau 
much in rapidity of execution as in econom: Four-f f the s i t of vour sa 
of time. Study your individual methed of _ is lost by the late arris rcatalog. \ 
operation; learn when and why you wast« ' “5 - de © may be int 
time and energy; then deliberately changs TP pay ee Be “ arg a * ey ~ 
your habits so as to save every possible frac- in halieell 1 tl ' 
tion of time and to conserve your energy con to wait a da two ur lid come back wit 1 
sistent with doing accurate work. , - a8 se 

‘ sat 
yy ; . 
Club Prizes in the mailing " rid ‘ I - r f th Letter-Pa k 
syster and wit tt task of awakening s 1a 1 
Silver Pin - sheain nad 4 is are 1 
\udrey Snyder, Bryant & Stratton College, Buffalo, N. \ ind given rousing rsement by business houses ever 
Nohrd th Post, The Lyman Hall High School, whet It may be ry t k beyond, by a fractiona 

Walli Cor t Acer t ! f ‘‘Letter-Pack-It es 
Euzeide Port Arthur College, Port Arthur, Tex to see their pr : s. O - 

Bronze Pin on ap 
Beulah Culver, Hart High School, Hart, Mich velopes-where-one-will serve kind. Let 
Na i Judd, Dowagiac City Schools, Dowagiac, Mic! 1 r x rat tor 1. Very tr rs \ 
I t M.G ke, High School, Burlington, Vt Letter-Pack-It S T he M M . 
Mildred Bauer, Assumption High School, Evansville, Ind Met Detroit, M 
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The Personality that Wins—I 


By ¢ harles H. Norton 
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The Personality that Wins—II 
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Continued on page 197| 
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Twenty-third Annual Convention 





National Commercial Teachers’ Federation 
Cleveland, Ds mber 27-31, 1920 
FEDERATION OFFICE! FOR yy 
‘ ( S ( 
. M 
/ RK. Gs Ss 
P , ( ‘ OFFICE! rHE ALLIED ASSOCIATIONS 
‘ ID - ~ niche - I ~ Dt M 
Ds M Tull, The | I D 
\l 
| W ti ‘ 
De ( H 5 G W. D S an ' 
> , see - . - | ui K . G | es 
( . on 
| ( Ke ky 
i ] ( S DEPARTM 
Dabs C - * a 
oe ~ \ | i | “ j r ( er ‘ - as oe 
B ( kK ‘ 
van FE. ¢ M i > , \ w Head r 
D Mi D ( Hig Sel Gar 
( " ' & P ( iB 
. h . M ( H M Hig x { 
(GREGG SHORTHAND FEDERATION ( ) M 
nt, ( i. \ D ( S R Tat 
il | S i W mae } H Sel Joliet 
W ! 
nt. P " ( . s J. H. Kut S in ¢ , 
M 1 Cles oO 
Next Meeting Place: Sr. Louts, 1921 
1! EVELAND succeeded drawing by ex-Senator Burton, of Ohio Ihe character 
one of the largest crowds the Fede of the convention was remarkably indicated 
7 tion has ever got t he It was a in the intense attention given to a speech that 
program Ever lasted nearly two hours 
ite of the me was It showed that the 
zed in productive business school man is 
k The topics for as much interested by 
sion were spk business conditions as 
\ rga ed nd average business men 
dled by the various The high lights of the 
kers convention may be 
The opening ses mn briefly summarized as 
held Monday ever follows: The _ interest 
g, the program being that was displayed in 
voted entire to the all the technical sub 
egg Shorthand Fed jects discussed; the 
on eeting An tendency toward an in- 
punt of this se crease in the number 
| be found in ar and variety of courses 
her column In offered—business school 
first session of the teachers are very much 
eneral Federation Tues ilive to the changing 
iy morning, the del conditions and are ready 
es were welcomed and able to meet them: 
1 representative of t he broadening view 
‘ Mavor, as per displayed by those who 
il,”’ as Ring Lardnet read papers and in the 
ild say. This was discussions that fol- 
llowed by splendid lowed; the develop- 
eview of rade nd ments in methods of 
onomi conditio Robert A. Grant measurement and stand- 
roughout the world, President, N. C. T. F., 1921 ards; the good fellow- 
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ship ot those present coming from .nearl\ istration of ( 


every part ol the country. ye S; 
With all the good papers that were read Mr. Solomon 


it is impossible in a short report—such as of Commerce, 
this must be to mention specifically those tvpewriting <¢ 
that were the most impressive. The addresses,  strations by M 


however, that were most talked about were 
those given by Mr. Sidney S. Wilson, presi- 
dent of the Better Letters Association; by rl round 
Dr. Anton de Haas, of New York University, drawing cards 


on “Business Organization and Adminis to overflowing 
tration in Secondary School oer whose papel! ‘(setting Res 
was discussed by Mr. A. H. Sproul, director ment,”’ by Ft 
of business education, State Normal School, ‘“‘Business Engli 
Salem, Massachusetts; by Mr. 8S. B. Carkin, by Florence 
director of business education, Rochester, ‘Types of Drill 
New York, on the ‘‘Administration of Co G. Reigner, | 


operative Part-Time 





Commercial raining’; 
by Mr. Charles R. 
Weirs, for sixteen years 
in charge of the _ cor- 
respondence depart ment 
of the Larkin Com- 
pany, Buffalo, New 
York, now general sales- 
manager for the De Long 
Hook and Eye Company 
of Philadelphia, on ‘The 
Business’ Letter as a 
Salesman”; by Mr. J. 5S. 
Knox, on “‘The Power of 
Salesmanship”’; the ad- 
dresses by Dr. Edward 
Howard Griggs on ‘‘Ed- 
ucation for the New Era”’ 
and “‘Self-Culture in the 
Margin of Life’: by Mr 


P. Ss Spangler, pre sident 

















of Duff's College, Pitts 
burgh, on ‘‘Business Or- 


Claude M. Yoder 


ganization and Manage- ae SS oe. ae 

ment’’; the address by Rabbi Silver of Cleve- H. M. Owen, of 
land, on ‘‘Education fromthe Layman’s Point catur, Illinois 

of View’’;the address by Mr.Gregg on the “‘ His- dent of the 
tory and Development of Shorthand”’;thead- Baltimore, took 
dresses by Mr. J. L. Harman, Bowling Green, session with | 
Kentucky, on “‘The Unseen Forces Behind was devoted t 
Us’’; by Mr. B. F. Williams, president, Capi- ing Stenograp! 
tal City Commercial College, Des Moines, Emphasize.”’ 
Iowa, on ‘‘The Development of the Ideal rhe first sp 
Commercial School’; by Mr. A. F. Gates, Actual Busin« 
Waterloo Business College, Waterloo, lowa, his address w 
on ‘‘College Credits for Work Done in Private I. Krider, Ca 
Commercial Schools’; by Mr. J. L. Holts- Canton; F. L. Dyk 
claw, principal, High School of Commerce, Cleveland; Georg 
Detroit, Michigan, whose paper on “Me ness College, ‘ 
chanical Equipment for Commercial De Metropolitan 
partments,’’ was discussed by Mr. H. L. and C. I. Brown, 
Darner, Pittsburgh; by Mr. Irving R. Gar Gregg, of New 
butt, director of commercial education, with a stirring 
Cincinnati, Ohio, on “The Cincinnati Plan’’; securing result 

by Mr W. S. Deffenbaugh, specialist in The talk 


school administration, U. S. Bureau of Edu difterets pol 


cation, Washington, D. C., on “The Admin-_— speakers had pr 
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‘ ended by nea 
e ¢ hundred 
‘ e the fact that thos 
ling | d to leave 
r homes Sunday fol- 
W y ( hrist is | 
é bse ( if Presider 
Busine College, Ds 
I Hi. Norman, pres 
re? Busi es ( lege 
i ( nd h ndl | t he 
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Mrs. E. | \ re 
F College, Cleve nd 
olun s Mr. Jol R 

City, closed the sessior 

on gene il methods of 

riking be se of the 
view express l. | he 
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troit Central 


EGG 


NI phasized 
ts ol the tr ng Mi 
Dy ke re | the influence 
the part that the human 
‘ robien Mr (.regg 
vis of the v rious spt ik 
illegory He took a 

ow it would be treated 
point of view by a number 
yw i the National Arts 
( treatment varying 
the t and |} method 
‘ t irt otf the ( ilptor, 

é landscape painter 
W i highl ginative 
} ght o ‘ rent 
S eresting contrast 
Puc y evening, was 

) disc ‘ of the 
d and typewriting In 

, Mr. George H. Zimpfer, 
Hig el »0l of Commerce 


W Mr. H. G. Black 

nt High School, 

Irving R. Garbutt, 

ition, Cincinnati, 
h : 


to the absence 


haw, of New York, who 


BRI 


when he was Secretary of the Treasury and 
Director-General of Railroads filled the 
gap in the program by relating his expe 
riences as private secretary and reporter 


for that busy executive. Mr. Shaffer reported 
Mr. McAdoo’s addresses in the Liberty 
Loan campaigns and was the official reporter 
esidential 


all ot 


for Governor Cox in the recent pr 

campaign He traveled more than 75,000 
miles with Mr. McAdoo, and about 25,000 
miles with Governor Cox. His talk uncon- 


sciously (because he was telling just what he 


actually did) emphasized the points that 
teachers are trying to translate into terms 
of actual achievement in their classroom 
work. It was a story full of human interest 


unmistakably that 
merely of 
At the 
splendid 
shorthand 
entirely 


and humor and showed 
secretarial 
taking dictation and transcribing it. 
of his talk he g¢ 
demonstration of his 
The speed 

blackboard so 
his It was 

that 


work does not consist 


conclusion ive a 


speed 


as a 


writer work was done 


+} 


on the s could 
an to 


shorthand writing 


that the teacher 


follow notes. inspiration 


everyone. It showed 


it a high speed is not only an actual reality, 


but that it can be done with remarkable ease. 
Mr. Fred H. Gurtler, of Chicago, gave a 
splendid demonstration of his skill as a fast 


Mr. Gurtlet 


writer and master of technique. 


on “‘Howto Get Maximum and Mr. Shaffer are two of the most expert 
nd Teaching,”’ Mr. Joseph shorthand writers in the country and their 
secretary to Mr. McAdoo work made a profound impression 
Si ’ Fede nm ar the National Federation appears in the February number Th 
lmer n Shorthand Je her 
Nine Lessons in Living 
} 
) ‘ c 
f 7 < a — 
2 » 
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(he Shorthand Reporter> 


A Department of Assistance for Stenographers and Professional Shorthand Reporters 


Conducted by Frederick H. Gurtler, 69 W. Washington St., Chicago, Ill. 


The editor wants to make this a department of genuine help. If you have learned of a 
better way of performing your work, pass it on through the de 

ter difficult problems, submit them to the editor and gain the 
of professional shorthand writers throughout the world To Give means to Receive. 


partment. If you encoun- 
ssistance of the wide circle 











The Value of Writing Principles 


NE reason why shorthand is so positive 

in its representation of sound is that 

it is written according to principle. If it 
were not for shorthand writing principles 
shorthand characters would be merely arbi- 
trary signs to be memorized or improvised. 
This would place such a burden on the mem- 
ory that no satisfactory speed or accuracy 
could be obtained except perhaps by a mental 
genius here and there and now and then. 
Fortunately, shorthand writing is simple, 
speedy, and accurate, because it is based upon 
sound principles of brief writing. 

There are principles or elements of low repre- 
sentative value and there are principles of high 
representative value. Any writer may attaina 
fair speed without using the elements of high 
representative value, but it is not likely that 
he will do so. The progressive, alert short- 
hand writer is going to seek the principles of 
highest representative value and use them 
on every possible occasion. The difference 
between writers, broadly speaking, is gov- 
erned by the representative value of the 
writing principles they employ. 

MODIFYING FORMS 

One of the principles of highest representa- 
tive value in the system we write is the modifi- 
cation of word forms to permit of phrasing. 
Some word forms are modified beyond the 
strict application of theoretical word-building 
principles, but these words we know as word- 
signs. The modification of word forms to 
permit of phrasing is, in its application at 
least, an entirely different principle and one 
the importance of which many people cannot 
appreciate. 


NEW ‘“‘HAS”’ PHRASES 


By modifying certain word forms slightly, 
hundreds of very practical and time-saving 
phrases are devised. Many examples set 
forth in the Manual itself indicate the far- 
reaching importance of this principle. Num- 
erous other examples have been set forth 
here from time to time. 

Mr. Gregg now contributes to this Depart- 
ment another example of the modification 
of word forms to permit of phrasing a number 


of words very commonly occurring in se- 
quence. These are the forms suggested for 
your use: 


SC 2. 5 Q 47 
( / 


Key: It has not, it has not been, there has not, there 
has not been, if it has not been 

The form for there has not is so similar to 
the small longhand e that you can immediately 
see how much practice you have already had 
in executing the form. You now merely as- 
sign to that form higher representative value 
than you have been accustomed to give it. 

A rule might be suggested for this new 
type of phrase. Some stenographers like to 
have a rule for everything they do, and per- 
haps, to start with, the following rule may be 
helpful: In phrases when HAS follows tt, 
there or which the form for HAS may be 
modified to permit of phrasing 

These phrases are very readable, and they 
save from one to two pen lifts in each case. 
When you consider these phrases from the 
standpoint of frequency of use you will see 
how important they are to speedy and skillful 
shorthand writing. The sequence of words is 
so common that the adaptation of these 
phrases will be perfectly natural. Any court 
reporter knows that they are used frequently 
in testimony, and in introducing this new 
modification of word forms the following ad- 
ditional phrases, for court reporters par- 
ticularly, are suggested: 


- 6 f¢-¢§ &B 
rf -€ > 


Key: It has bee which has been, what has been, 


which has not, which has not been. 


OMITTING ANGLES 

Let us consider anotber principle illustrated 
by these phrases, that of the omission of 
angles. Whenever it is possible to omit an 
angle without reducing the readability of the 
outline, it is nearly always desirable to omit the 
angle. Usually the omission of an angle re- 
sults in an outline that can be written with 
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greater ease and speed—because of having 
less to write there is more time allowed to 
make the outline carefully, or the saving in 
time may be used in writing other outlines and 
thus increase the number of outlines written 
ina giventime. If you will study the phrases 
in any part of the Manual you will see that 
many of them illustrate the principle of sim- 
plifying or modifying word forms through the 
omission of angles to permit of phrasing. One 
of the basic considerations in the formation 
of wordsigns is the omission of angles, not only 
in the wordsigns themselves but in the pos- 
sible combinations of words including the 
wordsigns. 


SAVING PEN LIFTS 


Another element to be considered is the 
minimum practical number of pen lifts neces- 
sary to properly record what is said. It may 
or may not be wise to join words for the sole 
purpose of avoiding a pen lift. The wisdom 
of so doing depends upon the other writing 
principles involved. However, there are 
frequent occasions when the omission of a 
pen lift through the joining of characters 
represents a net gain of great proportions. 
This is a matter which should receive your 
attention. You have noted the principle 
time and again, for one or more pen lifts are 
saved inevery phrase. 

The ‘‘has’’ phrases given are not a depar- 
ture from basic rules but merely an extension 


of a tried and proven principle of writing. We 


would not be making progress if we accepted 
the shorthand writing principles set forth in 


the Manual, learned the illustrations there 


given, and let it go at that. The very inter- 
esting thing about shorthand writing is that 
one’s best talent and effort can be expended 
towards its gradual and constant improve- 
ment. There are phases of extension of prin- 
ciple that never occurred to the author at the 
time he wrote the system which later experi- 
ence and trial have shown to be perfectly 
sound and logical extensions of some of the 
foundation principles set forth even in the 
earliest editions of the system. This is prog- 
ress. 

In any effort that any one ever makes there 
must first be the idea, the dream, the mental 
picture of the accomplished and successful 


realization of the idea conceived. Then 
there must be a statement of the idea, setting 
it forth in definite terms. Then comes the 


period of trial and discussion, the practical 
application of the idea to some phase of life's 
work. When the opportunity has been of- 
fered for trial and the idea has been found to 
be practical, the next move is an extension 
of the idea to every field in which it may be 
useful. If stenographers generally would 
thoroughly inform themselves concerning 
all the writing principles and then direct their 


attention toward the application of thos« 
principles in the highest and best sense, their 
progress would be much more real than is the 
case with thousands of stenographers who 
have no conception of the principles involved 
and no definite plan in mind to apply to the 
problem of learning to write shorthand rap- 
idly. 

It is hoped that reporters in various parts 
of the country will show a sufficient interest 
in this Department to make their contribu- 
tions, so that we may all have the benefit 
of the information possessed by any one of us. 


© d DY 


In Typing Legal Papers 


HE following has proved a very satis- 

factory method of making the caption 

or ‘“‘box’’ of a court paper. As it is 
usual to make the entire caption in capitals, 
put on the shift key and use the period for 
the horizontal lines. When the last period 
is struck on the lower line, place the right 
thumb on the space bar and the fourth right 
finger on the colon key. With the left hand 
on the roller, roll the paper back until the 
upper line is at the line of writing, then strike 
the colon and space with the left hand until 
the vertical line reaches the lower horizontal 
line. 
Fel. eee TORK SUPREME COURT 

See TORK COuRTT 


|| JAMES ROBIESOS, 
I Plainatif?, 
~egainst- STIPULATI OB. 
SEV YORK, OFTARIC | WESTERS RATLROAD 


SOMPASY, 
{ Defendant 


I? IS BSEREBY STIPULATED AND AGREED, Dy and detamen 


the attormeys for the respective parties hereto, that, ete., 


In such papers as complaints and answers 
where the firm name is typed on the copies 
but not on the original, slip a piece of paper 
in front of the line of writing and type in the 
firm name; then withdraw the slip and type 
in “Attorney for plaintiff,’’ or “defendant,” 
and the address. This will save much time 
in “conforming’’ copies.—E. R. Phillips, 
Watchung, N. J. 


DANGERS OF DELAY 
Shun delays, they breed remorse; 
Use thy time while time is lent thee; 
Creeping snails make little course, 
Fly their fault, lest thou repent thee. 
Good is best when soonest wrought. 
Lingering labors come to naught. 
— Robert Southwell 





ee 
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4 Group of Shorthand Students at Cemp Dix, New Jersey 


Shorthand in U. S. Army Camps 


rRENMHE boys in khaki at 
the various U. §S 


irmy camps in the 
ountry are taking to short- 
hand with vim. The educa- 
tional work in the camps 
has been organized on a 
large and thoroughly prac- 
tical basis and courses in all 
commercial subjects are now 
under way. The education- 
il work is compulsory, but 
the course taken by the 
soldiers is largely elective. 
Mr. Arthur L. Thompson, 
the shorthand instructor 
it Camp Dix, has sent us 
in interesting photograph 








of his group of shorthand 


students. We are also 
presenting photographs 
taken at Camp Grant dur- 
ing the September con- 
ference of army commercial 
school instructors. Above 
are the teachers who are 
instructing the soldier-stu- 
dents; the small group, 
the special committee ap- 
pointed to handle the 
problems arising in or- 
ganizing the army short- 
hand and_ typewriting 
classes. Later we may be 
able to show you the short- 
hand classes on the Rhine. 
Twenty-five of the sixty 
students have just joined 
‘Gregg Writer” family. 








Glimpses of Commercial Teachers at Convention of Army School Instructors the 
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\ Good Stenographer 
By Winifred Black 


ISS EMMA BROWN, of Chicago, 
writes to the papers of that city and 
asks what she shall do. 


“1 am a stenographer,” says Emma Brown, 
“and a good stenographer, too. But | can't 
keep work because I’m thirty years old—too 
old, they all Say, to get and keep a good place 
in a good office. What shall I do, commit 
suicide or do housework for a living?” 


Now, Emma, what's at the bottom of all 
this, honest and truly, now, what's the matter 
with you and your work? 


A good stenographer and can’t get work 
because you are thirty? 

Why, I know at least a dozen busy men who 
would give their last year’s hat—and you 
know how a man clings to his last year’s hat 
for a good stenographer— a good one, mind ao 
and they don’t one of them care a shaving of 
a copper cent whether that stenographer is 
thirty, thirteen, or sixty. 

They wouldn't know, either, when it came 
right down to it, unless the stenographer took 
up their time by telling them the date of her 
birth. 

Good stenographers are about as rare in 
this day as good maple sugar or real honey 
in the real comb. 

What do you call a good stenographer, 
Emma? A _ quick-tempered, sensitive, dis- 
agreeable creature who can write like a ma- 
chine, and be as hateful about staying five 
minutes after the regular hour as if she were 
a rattlesnake instead of a woman? 

A sneaky person who's always whispering 
in corners about the boss’s business, and gig- 
gling about the boss’s wife, and sniffing at the 
idea that the boss knows enough to go in 
when it rains, even if he does earn enough to 


? 


pay you a fairly decent salary 

What do you call a good stenographer, 
Emma? AA silly, self-conscious person with 
a powder rag in her stocking and a head so 
loaded down with curls and puffs and combs 
that there’s no place left for anything but 
a make-believe hat? 

What do you call a good stenographer, 
Emma? A gossiping, meddlesome, insinuat- 
ing, acrimonious old maid, who can take short- 
hand all right but who can't keep her mind 
off the affairs of every other man, woman, and 
child in the office to save her life? 

What do you call a good stenographer, 
Emma? A pretty girl who is too amiable 
to learn to spell, and who thinks it a good 
joke when her employer has to tell her how 
to write ‘“Pierpont,”’ if he happens to be writ- 
ing about the head of the house of Morgan? 


What do you call a good stenographer, 
Emma? A woman who has never heard of 
the Panama Canal, or of William Jennings 
Bryan, or of Gaby Deslys, or of any other 
earthly human being but the “girls’’ in the 
dancing club, or the “boys” at the social 


reunion? 


A good, capable, intelligent, hard-working 
stenographer, out of a job because she’s 
thirty! 

I don’t believe it, Emma, I really can’t, 
you know. 

Whisper! What is the real reason? We'll 
never tell. Jealous of the younger girls in 
the office and getting them set against each 
other? 

A clock watcher, a mischief maker, bad 
spelling, too many telephoning friends? What 
is it? Do tell us, Emma, you've roused us to 
the pitch of frenzy, you really have. 

But thirty years old, and that’s the reason? 
Please don’t be angry, Emma, if I stop to 


smile. New York American. 
oOo 





About Swem 


HE career of Charles L. Swem seems to 
attract the attention of magazine and 
newspaper writers everywhere. In one 
week we saw four articles or paragraphs about 
him, one of them in a French magazine and 
another in an English newspaper which were 
sent to us by readers of this magazine. One 
of ihe most interesting references to Mr. 
Swem appeared in the Photoplay Magazine. 
It reads: 

Heavens! Who's this? He's mistaken it for an in- 
fants’ class,’’ one of the examiners at the fifth international 
shorthand contest for the championship of the world is 
said to have exclaimed when a certain youth in knicker- 
bockers entered the room. 

But that youth had made no mistake. Veteran com- 
petitors were amused when he sat down at one of the 
desks—amusement which turned to amazement and 
chagrin when he beat nearly all of them, winning second 
place and writing fifteen words a minute faster than any 
writer had written before in the international contests. 

That is how Charles Swem, the official reporter and per- 
sonal stenographer to President Wilson, first became 
known, and when two years later, again in the world’s 
championship shorthand contest, he established a speed 
record of 268 words a minute, they began to crack the 
joke that Swem always wrote on wet paper to prevent 
the friction of his lightning strokes setting it on fire. 

The editor of the Photoplay Magazine 
would probably be interested to know 
that Mr. Swem is a ‘“‘movie fan,”’ and that 
while he was practicing for the speed 
contests to which the _ article refers, 
his chief diversion was writing scenarios! 


sas 
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The Personality that Wins—II] 


nued ¢ 1&8 





a < 
y 
7 , ’) ” ail ‘a / 
c ? , 
4 = 
f 
¢ > a 
G g 
7 | » “ ’ ° 
| 
) 
4 ( y 4 7 
| = 
| 
| 
| ) 
| 4 2 
| 
| 
p ad e 2 
| 
| 2 o - z Y 
) 
- 
« 
) 
| 
| of 
5 
| 
| 
, 
. ) 
\ 
« -—- 
r < ? 
” + 
” > 
\ 
- a 
¢ ¢ ( 








198 THE GREGG WRITER FOR FEBRUARY 


Business Letters 
“Out-of-Stock” Acknowledgments 


¢ 

From Constructive Dictation Edward H Ga r, page 40 ers If and 
oO° 

Home of Phi Beta Kappa Introduces Commercial Work 


Continued from pace 180 





credit is allowed. It is planned to announce — year. Prof. Power, who is on leave of absence 
a full program in secretarial science dur from Boston, has lectured for a number of 
ingthe year. Whetherthe degree Bachelor of years on secretarial science and has been a 
Secretarial Science will be awarded to students frequent contributor to periodicals in the 
taking the complete program has not been educational and business field. He is a mem 
definitely decided. ber of the economics and business adminis 

William and Mary College has a thoroughly tration faculty in William and Mary College 
organized and equipped extension division and William and Mary College was chartered 
the secretarial science courses are now being in 1693 by the English King and Queen, and 
given in Norfolk, Newport News, and Rich is the second oldest college in the United 
mond in addition to the classes in the College States. For this school, the home of the 
hallsin Williamsburg. The College secured the Phi Beta Kappa, to recognize the need for 
services of Professor Ralph L. Power, of Boston ind provide commercial training shows the 
University College of Business Administration, importance the subject is now assuming tn 


to organize and supervise the work for the our universities. 
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Some More 100°, Clubs 
Season 1920-21 


te 100% ubscription 4 ill be credited from month to month as reported this year in { being held over 


ARIZONA MINNESOTA 


< 1 Mrs. L. B. Herdman, Globe High Schoo Christine Strom, Anoka High & \ 
er B. Hur Duluth & f Bu Dulut 


CALIFORNIA Inez K. Field, Fergus Falls ! is | 
ion High School, Comptor MISSOURI 


| Calaveras Union High X S Andreas H. Die r, P 


G. Lu Siss« Siskiyou County 


COLORADO 


G. Snapp, Compton I 


NEBRASKA 


ker, Alamosa High School, Alamosa 
\ Montrose ( High School, Montrose NEW JERSEY 
11 Rocky Ford High School, Rocky Ford pe . ; 


H 


Trinidad High Sch« rri ad 
CONNECTICUT NORTH DAKOTA 
atuck High School, Naugatuck Marion S. Robinso : 
DELAWARE 
OHIO 
M.H rine, St. Paul's School, Wilmingtor : nt ; - 
IDAHO Vernon 

setta M. Lubken, High School, Boise WASHINGTON 


ia V. Matter Twin Fa High School, Twin Falls Helen H. ( | - File re 
Verona Hu van j r | > LV puver 
ILLINOIS roan 5 
ba Marie Gillette, Ca » Point Community High , ec} 
> Camp Point 
" Funk, High School, Eastor 
3 Aa ~ 
ta Hoffner, Drummer Township High School, Gibson YY VY ¥ 
City 
Villah Alspaugh, Mackinaw Townshi High School 


Mackinaw . ary . — - > »?? 
Mrs. Katharyn Bessen, Madison High School, Madisor Key to “The American Boy 
Sophia Kleaveland. High School, Murphysboro By Theodore Roosevelt 
Mildred Miller, Pawnee Township High School, Pawnee 
Sister Marcella, Dominican Sisters, Rantoul For shorthand plate see page 176) 
Myrtle Rose, Savanna Township High Schoo!, Savanna : . . 
For the benefit of readers who 
INDIANA ire studyine without the assist 

Sister St. Antonia, Assumption School, Evansville ince of a teacher, we print eac h 

elia B. McKee, Garfield High School, Terre Haute month the ey i one piale 


IOWA What we have a right t xpect of t American boy is 


that he shall turn out t ‘ erican man. The 
McLean, Chariton High School, Charito th, nm tek tenes . oP is Kcieen on innil Catdtecs 
Mrs. Maude Parry, Oskaloosa High School, Oskaloosa nat & Gaede-annde t al ts . seed thon I do 
ina Mae Traxler, Sioux City High School, Sioux City not’ mean that he mus we nega virtues 
arles Christiansen, North English High School, North 9 amaden ted ti mtttenen 2 asieiitensailieian Good 
English é in irgest se le " is fine 
Minnette Murphy Murphy School of Shorthand sal ace . “eo 
iO 4 
a - I v—t t studies 
KANSAS ir irt, hated and feared 
, at submitting 
1) t \ 1H Sx Aug 
( r Sa 1H S c ' > 


KENTUCKY amend nyt Ayer + Ti eunanen 





Mont ry lich S Pa } thos is 
MAINE 
D rine Hi Se} I 
MARYLAND iene 
rton I School, Bartor toe fe : 
MASSACHUSETTS . : te 
M Ludlow High School, Ludlow pit pear age . reenath 
MICHIGAN — 
— ine ids Hi c-} +t Ranids fol ot lit ¢ t shir 


Nelly E. Gra H Scho Gladstone but hit the line hard! (314) 
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Short Stories in Shorthand 








Vaking Good 


The Lion and the Comma 


- 





Counter Irritation 


Ouit 


Supplying the Fir. 





